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THESE GUIDELINES WERE DEVELCFED THROUGH THE ACTIVITIES
OF  THE OFFICE OCCUPATIONS TEACHER EDUCATION CLINICS HELD IN
1966. THE FURFOSE OF THESE GUIDELINES WAS TO ESTABLISH
RECOMMENDED MINIMUM WORK EXFERIENCE REQUIREMENTS, GENERAL AND
VOCATIONAL EDUCATION COURSES, AND LEVELS OF SUBJECT MATTER
COMPETENCIES. THEY ALSO DESCRIBE THE QUALITIES AND
COMPETENCIES WHICH TEACHERS SHOULD FOSSESS AS WELL AS THE
PROCESSES FOR ACHIEVING THESE GOALS. FRELIMINARY SUGGESTIONS
FOR 20 GUIDELINES WERE REVIEWED AT A FLANNING CLINIC HELD FOR
52 FARTICIFANTS SELECTED FROM CITY AND STATE SUFPERVISORS OF
OFF ICE EDUCATION, TEACHER EDUCATORS, AND CONSULTANTS. THE
SUGGESTED GUIDELINES THAT WERE FRESENTED BY THE CONSULTANTS
WERE DISTRIBUTED TO APFROXIMATELY 1,200 CITY AND STATE
SUFERVISORS AND BUSINESS TEACHER EDUCATORS WHO WERE REQUESTED
TO OFFER THEIR SUGGESTIONS. THE GUIDELINES WERE REVISED AT
NINE REGIONAL CLINICS TO INCORFORATE SUGGESTIONS MADE BY
BUSINESS EDUCATORS, WERE FURTHER REVISED AT A NATIONAL
CLINIC, AND WERE EDITED INTO A SET OF 19 GUIDELINES. THESE
GUIDELINES ARE-FRESENTED IN THIS REFPORT IN FORM TO BE USED
FOR OVERHEAD FROJECTION. (AL)
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INTRODUCTION

The following report is the result of a series.of OFFICE
OCCUPATIONS TEACHER EDUCATION CLINICS in which 19 suggested guide-
lines were developed for THE PREPARATION OF OFFICE OCCUPATIONS
TEACHERS,

The Clinics were funded through the U.S. - Office of Education,
for $39,176 from the periods January 1, 1966 to July 31, 1966,
Project No., 6~1522~1-32. The Fiscal Agent was Wayne State
University; the Project Director was Dr, Fred S, Cook, Chairman,
Department of Business and Distributive Education, Wayne State

University, Detroit, Michigan,




DEVELOPING THE GUIDELINES

Under the Vocational Education Act of 1963, provision was made for
initial, refresher, and upgrading programs in wvocational education
in the office occupations. The activities of the OFFICE OCCUPATIONS
TEACHER EDUCATION CLINICS were designed to support the program
authorized, defined, and encouraged by the Act.

Today, the office worker organizes data for decisions, supervises
and controls activities, coordinates activities and provides Zor
communication of information. No decision .can be better than the
information upon which it is based, and the office worker provides
and processes the needed data. Office automation is changing the
speed and the methods of .doing office work. The day of the quill
pen is gonz; the day of the printout is here,

Office occupatione education, a part of business education, is designed
to provide training for the following occupations:

Accounting and Computing Occupations

Business Data Processing Systems Occupations

Filing, Office Machines, and General Office Clerical Occupations
Information Communication Occupations

Materiale Support Occupations: Transporting, Storing, and Recording
Personnel, Training, and Related Occupations

Stenographic, Secretarial, and Related Occupations

Supervisory and Administrative Management Occupations

Typing and Related Occupations

Miscellaneous and Office Occupations not elsevhere classified

Office occupations education programs provide preparatory and
supplementary education to &ll persons who want and cen profit
from them, Programs are available in communities throughout the
nation for such diverse groups as high school studenis, post-high
school students, working youth, working adults, and persons with
special needs,

In order tc adequately jmplement the Vocational Education Act of
1963 in the field of office occupations, OFFICE OCCUPATIONS TEACHER
EDUCATION CLINICS were held to:

1, Secure the best thinking from the profession for the
developwent of guidelines for viable business and office
teacher education curriculums,

2, Ddsseminate the guidelines,




The purpose of these guidelines wasa to establish, among other things, §1
recoomended minimum occupational (work experience) requirements, i
general and vocational education courses, and levels of subject matter 8
competencies, They should also provide possible criteria for evaluating
the effectiveness of programs designed for the preparation of teachers,




The activities undertaken in the OFFICE OCCUPATIONS TEACHER
EDUCATION CLINICS repre sented a significant first in operational pro-
cedure, This was the first time that a national clinic had been
sponscred by the U.,S. Office of Education in support of office occupa-
tions teacher educa&tion., Even more significant was the operational

procedures developed In the seriee of clinics:

1. A Planning Clinic was held March 7-10, 1966, to develop pr lim-
inary guidelines and to determine methods of dissemination, discus-
sion, and revision of the preliminary draft., Fifty-two selected city
and state supervisors of office occupations, teacher educators, and
consultants were inviied, These participants were from all of the
nine Department of llealth, Educati on, and Welfare regions and repre-
sented a croes sestion of the national leadership in business education.
Speakers from the fields of general teacher education, vocational
teacher education, business, the U,S. Office of Education, and city
and state supervision presented papers on significant innovations in
the preparation of teachers, Presentations of prelimirery guidelines
were also made by the consultants, As a result of this cliniec, 20
guidelines were developed and revised., Sets of thegse guidelines were
then mailed to approximately 1,200 city and state supervisors and
busine ss teacher educators. Each person who received a copy of the
guidelines was asked to suggest changes, to submit additional guide-
lines, and to send names of additional business educators, He was

also urged to participate in the June 1-3 National Clinic,




2. Regional Clinics were held during the Spring of 1966. Consultants

from each of the nine HEW regions presented the preliminary guidelines
at a clinic held in hik region. These clinics were held in connection
with the annual Division of Vocational an& Tehcnical Education Regional
Meetings. Each consultant secured reactions from the audience and
prepared a revised draft incorporating the recommendations made at

his regional clinic. Meetings were held in New York City, Atlanta,
Boston, Charlottesville, Va., Chicago, Excelsior Springs, Mo., Dallas,
Denver, and San Francisco., A major portion of the time alloted to
office occupations education at each Regional Meeting was devoted

to these clinics. An average of 25 business educators participated

in each session,

3, A National Clinic was held in Detroit, Michigan, June 1-3, 1966.

At the National Clinic, the revised guidelines were thoroughly re-
viewed and new ones were proposed, discussed, and refined., The par-
ticipants decided that the final set of guidelines would be 19 in
number. Plans were made to edit and disseminate the guidelines to all
city and state supervisors and business teacher educators in the United

States,

4., An Editorial Committee Meeting was held June 46, 1966, The
editorial steff, consisting of the Project Directox, Dr. Fred S, Cook,
and three Consultants--Drs, J. Curtis Hall, Frank Lanham, and James
Marmas--reviewed and revised the guidelines which were developed at the
National Clinic., The Editors siso considered suggestions which were
received from the mailing to 1,350 city and state supervisors and

business teachexr aducators.,
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As a result of the techniques developed in the OFFICE OCCUPATIONS
EDUCATION TEACHER CLINICS, it was possible to provide a rapid and
stimulating means of polling the experts of the country. It brought
face to face leaders of business teacher education and had them reach
agreements about a new field of instruction. These clinics were an

experiment which produced significant fruit:

1. It was demonstrated that the HEW Regional structure can be
very useful in reaching the total population of a field of edu-
cation,

2., It was demonstrated that face to face communication ameng
experts of differing points of view can quickly produce useful
materials which could not be duplicated in any other way,

3, It was demonstrated that the techniques involved were ef-
fective in that & number of actions in the fields of research
and teacher preparation are directly attributable to individual

participation in the series of clinica. I
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THE GUIDELINES

Every city snd state business education supervisor and every
business teacher educator in the United States received at least one
draft of the tentative guidelines, and, in most cases two drafts. An
earnest attempt was made to securz their written comments as well as
their active participetion at the HEW regional meetings and the National
Clinic. A total of 323 business educators participated in the develop-
ment of these guidelines, either by submitting written suggestions or
by attending one or mcre of the regional or nat onal meetings.

No attempt has been made to list these guidelines in any priority. |
In other words, Guideline 15 is as important as Guidelire 1. However,
the system for classifying the guidelines is:

A. Speeialized.Education: Guidelines 1, 2, 3, &4

B. Professional Education: Guidelines 5, 6, 7, 8, 9, 10, 11, 12,
| ' . 13, 14 .

C. General Education: Guideline 15

D. Institutional Responsibility: Guidelines 16, 17, 18, 19

_ These guidelines are suggeetione for action., They describe the
qualities and competencies which teachers should possess as well as the
processes for achieving these godls.

The following pages preeent the final guidelines'as developed at

the Netionel clinic, in the form of models for overhead projection,
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They may be used te prepare overhead projector transparencies.
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A TEACHER TDUCATION INSTITUTION mmocrcuzaﬂerZWx ITS
OFFICE TEACHER EDUCATION PROGRAM WITH THOSE OF OTHER

POST-HIGH SCHOOL INSTITUTIONS

Effective recruitment is vital to teacher education programs.

Students in post-high school institutions should be encouraged

to prepare for a business teachipg cdreer.
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COMMENTARY ON OFFICE OCCUPATIONS TEACHER EDUCATION

The following pages present some of the key points made by speakers

during the development of the Guidelines.,
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New. Challen,gg B |

Mi Roy Roe

! Executive Director
Gregg Division
MceGraw-H111l Book Company
New York, New York

o1

One of the teacher educator's greatest and most immediaete obligations

" 1is to develop in his students an awareness of the critical changes

taking place in the structure of vocational education.’ The teacher-
training curriculum of the future must contain an analysis and inter-
pretation of leglislation affecting education in generel and office
education in particular. This is too far-reaching a development to
be left to chance, and a one~ or itwo~hour lecture won't do the Job.

- I visualize at least a 16-hour course in which even some experience
- in proposal writing is introduced.

- One of the most exciting new developments in education is research.

Of course, we have always had research--some of it very good and much

- of it very bad. But we have never had enough research. Now that it

is possible to get funds for resesrch, we can expect a great deal more
of it, especially from the new research centers that are emerging and

- from teacher-training institutions. Not only mist more emphasis be

given to good research techniques in terms of the student himself

‘~but there must be an awareness and appreciation of the research that~*-;

‘is being done by others. In other words, the student must learn -how
to make intelligent use of good research.

Education no longer consists of a textbook and a teacher. We are in
the midst of a multi-media revolution in educaticnal materials, too.

. Business educetion is ideally suited to multi-media instruction, and

business teachers must be up~to-date on new developments in tape
laboratories, motion picture innovations such as film loops, overhead
projector improvements such as the Flipatran, television teaching,

new teaching machines that are still being experimented with, programmed
books, auxiliery booklets and kits, and so-called computerized Instruc-
tion. Modern teacher training is horse-and-buggy education if it does
not include new educational media.

Our critics maintaln that business teechers doc not keep in step with
business~~that their methods, machines, and materials are several

ligat years behind business. They point at our slow awakening to

the actuality of modern data processing as a prime exemple. Keeping
teachers up-to-date with business is one of the great crucial obligations

facing teacher educators today. Too many teacher~-training institutions

‘are poorly equipped and too far removed in miles and in theilr thinking

from modern business prsasctice. It is unthinkable that a teacher-
training institution should be less well equipped than the high schools
that surround it, yet this 1s often the case. Teacher educators must
first resolve to keep themselves up~to-dete with business in all

respects and then to make sure that the people they train are simllerly
indoctrinated. We know too little about the emerging new office occu-
pations and the requirements for entering them. Often when we do have
money to spend we buy the wrong mechines. Perhaps one way to make
teacher trainees aware of the changing business world for which they will

- be training workers is to require some type of cooperative education

Par a teoachinge cradential. Ie nsaadihle that eraduste ecredit miecht




Teacher trainees become teachers of shorthand, typewriting, and book-
keeping and not total business educators, because this 1s the way
they are traiped to think and they never get out of the rut. Another
. challenge facing teacher trainers, then, is to broaden the education
' in business, in economics, and the liberal arts. Broadening the edu-
. cation in business may not necessarily mean more courses but more

. efPective ones. Is it possible that the accounting major's courses

. in accounting, law, and finance should not be the office educator's

| courses in accounting, law, and finence? A business teacher must

! become involved in subject content as it relates to educating others
for office employment and mot merely exposed to it as a required burdle
to meet certifiecation requirements. Is it possible, for example, that
a special survey course in economics for teaschers of office education
would be much more productive than one that werely gets a student

i ready for an edvanced course?

i Teacher trainers must prepare learning specialists, in terms of the
. psychological and sociological principles of learning. Business

| teachers should expect more and more to deal with reading, writing,
! and spelling handicaps; the cultural and psychological problems of
. the disadvantaged; special problems of adults; and s6 on. Here

| we must make it our business to know what other disciplines are

i doing and relate their experiences to our own teaching problems.

| Our teachers must be encouraged to read more widely from psycho-

| logical and educational journals and books. They mus* avoid in-

g sularity and become totel educators.

i Block programming, cooperative education, individual progress, articu-
| lation of subject matter by grade level from junior high through
Juiior colleges, the disappearance of the Carnegie unit, all call

for & new spproach to curriculum construction and greater adepta-
bility to chenge. The-modern teacher training institutlon nust
prepare ‘teachers who think change.

Perhaps the greateet task of the teacher educator is ‘to bring about
more creative teaching--the desire to experiment, to be innovative,
to find new ways to motivate and ingplre learning. Creative teaching
implies better scholarship, an intellectual. curiosity, greater pro-
fessionelism. We must somehow find ways to get our teacher trainees
to care eruugh sbout thelr profession to read widely; to continue to

educate themselves; to Join and participate in education, business,
and commnity organizations; to write for publications. One of the

" problems our revolution has brought is a demand for an endless flow
_of new learning materials with fewer and fewer people ready, willing,
~and able to prepare them.

f Teacher-training institutions must somehow find ways to reach those
"who are in service but who passed sway professionally meny years back.
This 1s one of the most difficult problems to overcome, as state and

eity supervisors will attest. Attractive programs must be devised
to bring these people back to the campus, to get them into business
offices, and to make them want to involve themselves in the new awak-
ening of education.
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Strategies for Change in Teacher Education /

' _ Dr. James C. Stone - L
“T . 'professor of Education and Director of Teacher Education
University of California, Berkeley S

Several different sirdtegies for change have been attempted recently ‘
among them criticism, coercion by state leglslatures, resesrch and 1
evaluation, and the use of venture capital or "seed éoney." ' %:
The Ford Poundation has invested over 70 miIlion dollars in |
grants to some TO colleges and universities in.this country to !
initiate what the Foundation has called a “"breakthrough" in |

teacher
}educamiog. L s -

-

Importent characteristics of the successful breskthrough curriculums
irclude their emphasis on the subject matter preparation of teachers,
the development of sn internship and/or £ifth year of professional
education, often concluding with a Master of Arts in Teaching type of
degree, the more realistic partrership of college and public school
staffs 1n the students' teaching experience, and the "teaming" of staff
members in & plenned program, as opposed to the separateness of

courses and instructors typicel of the conventional curriculum.
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Innovations in Teacher Educuatlon

MI‘. K@Vin Ry&\’l

Instructor
Stanford Unlversity .

o , " Yhat teacher training
needs is much more exchange of ideas, much more eveluation of what educa-
tors are doing and a much greater openness to technological innoveatiens.

The Stanford Mescher Bducation Program set out several years ago to
‘digcover the best in teacher educatlon and bo add to this the best of
technology. The program is & £1fth year internship that trains liberal
arts gradusses for gsecondary school teaching. The candidates have
teaching responsibllities in public high schools st the same time they
are taking scademlc and educabtlion courses. From one point

of view, the internship program has been a laborastory to try out new
1ldess in the tralning of teachers.

Two major themes have emerged from the work at Stanford. First, there
ig an attempt to analyze the teaching act into component skills, and
then to truin the beginning teacher in these skills. Second, besides
the traditilonal methods of classroom instruction and supervision, the
latest in technology is used to help the beginners acquire teaching
skills,

There arefive applications- -of the new technologies to teecher training
that seem most promising. IFirst, micro-tesching, which, strictly
spesking, 1s a process thet is slded by technology. Micro~teasching

is a scaled-down teaching experience in which a beginner practices
various teeching skills with a few students for a very short heriod

of time. His teaching is video~taped and gone over with his supervisor.
The combinablon of a highly controlled teaching environment and the
opportunity to view the beginners! performances lmmedistely has proved
to be & forceful means of stimulating behavioral change. Second, 35 mm.
cameras, armed with s timing device, can give the teacher and the
researcher a plctorial. record of what occurred at regular intervals
dwing a class period. We have found this particulaxly effective in
mlti.ng teachers aware of the atbending behavior of thelr students. L
'J.'hird, portable video~tape recorders are used by university personnel '
' to record what actually heppens in the classroom of its begimming
‘teachers. Not only does this method of observation heve great resesrch
potential, but it has added a valusble dimension to supervision. For
one thing, supervisor and teacher share a common frame of refercnce
when they view & tepe recording. Further, the recording csn be Looked
at over and over. Tape recorders have become so portable that they

can be brought into a classrcom and set up between peassing bells,
Fourth, 16 mn situstion alternatives are f£ilms of teachers that
demonstra.’oe teaching problems. They are used to show trainees the
'various weys in which they can respond to teaching situstions. fThe
attempt here 1s to show them & problem and have them develop alternsa-
tive solutions to deal with the problem. Fifth, couwputers have bzen
employed to process date from the beginning teachers, from ‘their
students snd from their supervisors. These data are used as feedback

. t0 the interns on thelr performance and as feedback to the program
directors on the effectiveness of the program.

5 final word of warning. Technology does not make a teacher training
program. Its potential value resides in our ability to intelligently
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Training Teachefs for the éle'l; C;ntuxv*'

o Dr.z:(Hs:r_o,ld. Davis

\ Director, In-Servi. e Rducation
Educational Research Council
Cleveland, Ohlo

One of the newest teaching methodologies is team teaching. However,
many high schools, and especielly colleges and universities, are
ignoring this challenging and important method of teaching. Team
teaching stresses flexibility and has msny advanteges in improving
teaching and learning experiences alike. However, not one undversity
in our aree has seen 1t to teach in this way.

Team teaching utilizes different size groups. Studente leearn in
| three ways: (1) from the teacher, (2) alone, and (3) from each other.

. Large discussion groups are
. appropriate for large lectures--millions can watch televislon or +
thousands can hear & spesker in & room, Swmsall discussion groups ‘
also have a part in teem teaching when the large lecture groups
bresk uwp and move into different areas for round-table discussions,
individuel and small group instruction, and help. Independent study
is also valuable and many new methods are being developed in high
schools todsy where students are blocked in carrels and study booths
for concentration snd study away from their neighbors. Team ‘feaching
mst make use of the teaching-learning process., The important: factor
is the QUALITY of instruction.

- 3
Whet a waste of time when five different teachers teach The sume leason.!}
How useless when ten or fifteen teachers are all monitoring tegtes! Why -
not combine groups and hire lay people for monltoring. Thus, team i
teachers would have extra time to prepare lessons that

are interesting snd effective.
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Horace Mann reallzed the ilmportance of employlng the eye more then the
ear. Today's teachers, as well as those of the future, mist recognlze

the dynamics of visual aids in the changing classroom.

i
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" Television is one of the greamtest inventlons of the age and. yet its
| uses have hardly been explored. In one study, 21 percent of the

. students leerned more from television than from & classroom~teacher
. experience; only 14 percent learned less.

i

et o B 60T (A P
Y

I

|

Othexr teaching alds include the use of microfilme to save s:pat:e s ‘taped
talks that sre made avallable t0 sbsentees or students wishlng to
refresh their memories on importent points, end progrsmmed learning.

PSS

El{llC One of the obligations of educators today is teaching teachers for the
=== schodls of tomorrow. And yet we can't do today's Job with yesterday's
mathads . o




IMPACT OF THE VOCATIONAL EDUCATION ACT UPON OFFICE OCCUPATIONS
TEACHER EDUCATION

Bruce I. Blackstone, Head, Office Occupations
Education, Division of Vocational & Technical
Education, U.S. Office of Education

The Vocational Fducation Act has made it possible to provide sgupport

to teacher education from State or local and Federal funds. 1t is
possible for a State to buy the services of an institution, school,
commercial or professional group to provide specific learning experiences
for specific persons, taking them from a specific spot on the educa-
tional continuum and delivering them to another prespecified spot on the
continuume. Instruction in support of Office Occupations Education must
be specific and related to predetermined objectives. There is now,
for the first time, a demand for evaluation of the effectiveness of
"methods" instruction,

We cannot do the same things in the same way and say that we are
doing a job of office occupations teacher education. We must apply
the same approach to the occupation of "teacher of office occupations
education" as we will apply to any of the other major occupational
classifications,

We must start from an analysis of office occupations teaching at each
of its multiple levelsysshigh school...post-high school...junior
collegesssprivate business school..e.military schools...MDTA, and

many other specific institutional levels., Omnce we have described the
occupation in behavioral terms of specific performances and knowledges
and then the social and background skills and knowledges, we have the
problem of translating these objectives...because that is what they
become...into the language of the educator. We must develop standards,
methods and materials, to effectively lead our prospective teacher
from his career objective statement to successful achievement of his
requisite activities as a teacher of office occupations,

Certainly, one of the most important aspects of a teacher education
program in the office area is that of a realistic "practical experience';
that is, a realistic cadet teacher experience as well as a realistic
period of time on the job in an office occupation,

After the student has completed his learning experiences, he should

be assisted to get a teaching job in the area and at the level for which
he has been trained. The final step in-this teacher education process

is to follow up the new teacher and see if, in fact, he can do what he is
supposed to have learned...that is to be able to teach and to teach well...
if he can, we have a positive feedback and do not need to make major
changes, 1f, om the other hand, there are significant “CAN'TS" in his
teaching, we must reexamine the teacher education which has been provided
and, perhaps, make major changes.




Office occupations education and its supporting teacher education
program is charged with a great responsibility to support many new
educational groupings,

We must build upon the abilities which the candidate brings to the

teacher preparation programe...We can no longer afford the luxury of a
lockstep, prescribed "from start fo finish" teacher education program.
We are not interested in the number of semester hours..or seat time...
WE 4RE INTERESTED IN GETTING THE PERSON ON THE JOB, WELL PREPARED, AS

RAPIDLY AS POSSIBLE.

An example of the impact of the Vocational Education Act upon teacher
education in the office field is found in this meeting. A new
mechanism for rapid communication and approval of ideas has been deve-
loped through the Regional organization of the USOE. Through this
system an idea which has been developed can be submitted to each of the
nine regions for comments which are fed back to a source for refinement
and submission to a national c¢linic. This is the first time that we
have had the opportunity to reach large numbers of office educators and

others concerned with this field quickly and efficiently. So, certainly,

this will involve a change in office occupations teacher education pro-
cedures.
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The State Supervisor and Teacher Education

Mr. Robert Balthaser

State Suprrvisor

' gtate Department of Bducation
Voesational Education Division
Columbus, Ohio . s

A state supervisor tries to simplify the problems of teacher education
- to & point where action can be taken on an evolutionsry basis. He

mist work with State Plans, certification, approvals, standards, and °

evaluation. 8o he looks for trends to plek up the tenor of movement.

" Presently, it seems that the trends in education, and specifically in
- Business and Office Education, fall into the followlng problem areas:

Content - Colleglate schools of business are moving too far "up"
The management concept ladder in teaching content needed for

a high school teacher preparstion.

Methods -~ The gbove movement I1n content is belng paralleled by
a "general educetion" movement in liberal srhts cireles who
say that it 1s unnecessary to learn bow to tesch. Examine-
tlion of almost every teacher education undergraduate curriculum
will show a deaxrth of business teacher methods courses.

Jtudent Teacher Supervision - General supervision of student
teachers does not contrivute to the development of trained
teachers but serves only to "take attendamce,"

Flrgt-Year Teachers -~ DNelegatlion of supervision of teachers in
thelr £irst year of teaching should be teacher educatlion
oriented and controlled. VYet, this erucial year is not being
gserved by the colleges.

Education for Education®s Sake ~ General education produces nothing
usable; 1t has to be applied in the Unlted States to some

@ voeational objective. The technological. development in this

country precludes change, as it precludes that somedne uses
those developments.

Ieglslative Actlon ~ At all levels, local, state, and natiomeal,
education 18 involved in ballot boxes and with leglslators.

4 Presenting a practical, political image snd viewpolnt is not

% alwaye easy for educators.

i
‘Therefore, we must:

le Change teacher education to be offecampus oriented. The
teaacher educator nust be in the field as well as i the
classroonm,

2, Realize that everyone does not need to know everything
at any terminal point in our educational system.

3. 'Stack knowladge in a spiraling fashion based on the need of
the individual rather than the educational system,

4. Identify terminal cutmoffs at all levels for economic
self-sufficiency for each individuale another way of |

saying this is thal all persons should be able to work -
at any educational level cut~off,

©
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Lead off in a S-yeym program of teacher education
along the lines of an internship approach,

Present a well-structured subject teaching approach
to our teachers and a total pProgram approach based
on the needs of their studentsg,

Supervige office education student teachers with
office education teacher educators. This function
should be extended to the college supervision of
first year teachers,

Examine the possiblity of returning content to
teacher education college control, or move to
incorporate the teghnical 2-year programs currently
developing in our community colleges or technical
institutes as Yprepteacher education" content,
After this 2-year program, selected students could
move into the "academic" college for final teacher
education training.

Provide mandatory department control of content,
In addition, within thege departments, we must
move to examine and apply psychological findings
available in other areas of research and investie
gation unrelated to education. This is not being
done nor has it been done since the late "teeng"
and "twenties,"

it
+
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Offlice Occupations Teacher Education |
From & City Supervisor's Point of View

' Director, Business Education
Detroit Public Schools

‘Detrolt, Michigan
The following are some msjor considerstions for the yreparatibn of
office occupations teachers from a city supervisor's point of view:

1. DESIGN PROGRAMS TO FULFILL THE ﬁEQIIIRZE&ENTS DEMANDED BY THE
RAPIDLY CHANGING AND ADVANCING TECHNOLOGICAL IMPROVEMENTS.

Office occupations teacher education programs must recognize
the impact of sutomsatlion, the number and varieties of OPPOY =
tunities for employment, and the rapidity of technological
improvenents. '

2. PROVIDE THE OPPORTUNITY FOR TEACHERS TO SECURE THE BACKGROUND - -
THAT WILL ENABIE THEM TO ADJUST TO THE NEEDS OF THE WIDE RANGE '
OF ABILITIES AND BACKGROUNDS OF STUDENTS WHO ARE PREPARING FOR
ENTRY JOBS TN OFFICE OCCUPATIONS. '

Detrolt is typical of large cities in its concern for puplls
Who do not respond to traditional programs. One approsch o
meetlng this problem 1s observed in the Great Citles School
Improvement Program which now involves 27 schools. These
schotlds are mostly In the central core of the problem-ridden
area of the city where achievement levels are low, students
are overage, fallure rates are high, attendance poor » tnd home
and commmnity environments are often inadequate.

'3, PROVIDE THE OPPORTUNITY FOR ALL CFFICE OCCUPATIONS THACHERS TO
"~ ORGANIZE, CREATE, AND DEVELOP MATERTATS FOR USE WIFE NEW MEDIA
AND METEODS OF TNSTRUCTTION.

Office occupations teachers need to be prepared to cope with

new medias and methods of instruction such as: ‘team teaching;

use of electronic laboratory equipment; programmed instructional
meterials; demonstrating at the typewriter and other office
machines; writing good shorthand outlines at the chalk bosrd

or on acetate rolls; sponsoring "trips that teach" to business

and industry; swareness of the numerous reports, homeroom duties,
club sponsorships, and other currliculer activities that are a i
definite but unlisted part of the teaching load; and skill in
evalustion techniques. .

4. REQUIRE ALL QFFICE OCCUBATIONS TEACHERS TO DEVELOP FROFICIENCY
IN THE USE OF THE NEW MEDIA BY "HANDS-ON® EXPERTENCE.

This polnt 1s closely related to the last one but has been listed
separately in order to stress the lmportance of making provision
for "heands-on" experience for new media. It ig common to con-
front some opposition to the new media that e teacher finds
svallable, but it is ususlly caused by lack of first-hend
i _ acqualntance. ' ’

L ot

; It would seem advisable that all office teacher educstion
programs should include operational experience on all new
medis and equipment in current use.




5. PREPARE TRACHERS FOR VOCATIONAYL CERTIFICATION TO HANDIE OFFICE g
COORDINATTION AND OTHER REIMBURSABIE PROCGRAMS UNDER THE VOCATIONAL -
' EDGCATION ACT OF 1963.

It is necessary to prepare teachers for vocational certiflcation
to handle the cooperative office coordination and related subject
areas plus the other reimbursable programs under the varlous
state education "plans of interpretation” of the Vocatlonal
Bducation Act of 1963.

It is also necessary that the business prograu maintaln a proper
balence between £{1)-the development of the background under-
standing of basic business, economle concepts, and personal 1
. business knowledges that are essential for all individuals, as i
these represent approximately two~thirds of our total enroll-- ;
ments in business education on the secondary level, and (2)-
the development of effective office and service occeupational , |
skills for initial employment and hopefully for advancement i
in the occupstion which includes approximately one~third of | H|
business education enrollees. Preparation for both of these |
components needs to be included in teacher education. ‘

'
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6. PREPARE BUSINESS TRACHERS RATHER THAN ISOLATED SUBJECT TEACHERS
WHO ARE WILILING, ABLE, AND CAPABIE OF HAWDLING AN
BUSINESS IEARNING (KNOWIEDGES, SKTLLS, ATPITUDES) OF AN OFFICE
OCCUPATIONAL AREA AS IDENTIFIED BY D.0.T. TITIE.

Office occupations teachers should be prepared to select and
to organize courses or wunits of instruction that depart from
traditional pavierns. Students may be betier prepaxed for
occupational success through teaching that presents skills,
Job knowledges, Job wisdam, and acceptable work habits and
attitudes as an. intensified, integrated, and unified whole.

In this kind of program, there will be much less emphasis on
teaching subject matter as such, but there willl be greater
emphasis on learning within the individual.

T. 'THE IMPORTANCE QF PROFE:SSIONAL IEADERSHIP AMONG QFFICE
OTCUPATIONS TEACHERS IS INDICATED BY THE FOLLOWING CHALIENGES:

To be alert to change; to deveélop programs with breadth and depth;
to utilize community resources; to adjust content to slow=
learner needs; to motivate low-level achievers; to meet employ-
ment trends and demands; to provide for continuous evaluation

of new and on-going programs; and to develop better communi-
cation and articulation hetween various aduministrative levels

and the various publles to be served.

The well~prepared office occupations teacher is one who knows modern
office technologyj who can use and develop new instructional materials
and methods; who has o Teasonabile level of tolersnce for stident control;
who is flexible, creative, and open~minded to change; and who has &
professional abttitude that is conducive to the improvement of instrue
tion. '

It is mandatory that our educational offerings keep“in tune" with
the ever-~changing . : opportunities for entry office
occupations.

[




The challenge for preparation of office occupations teachers is to
develop professionally minded individuals who have leadership
asplrations, ablilities, and preparation, and who are creative inno-
vators and experimental doers.

If we are to survive in‘the competitive struggle .for a reasonable
amount of time to prepare offlce students for entry jobs, it is
imperative that we think wisely, plan big, and act promptily!
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?Meétiné Personnel Needs :Lﬁ Occupaticr{al Education

Dr. Maurice Roney o
Director of Thdustrial Educa.tion
Oklahome State University
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\v The development of occupationsl education services is seriausly hampered

i by a dearth of professional leadership. The present system of teacher
§educa.’cion is not producing administrative personnel who understand
‘occupational education. The major problem facing education today 1s
not simply a matter of providing classroom teachersy it is to make
occcupational education & recognized public responslbility. To
‘accomplish this will require & better mix of technical and professional
content 1in the professional study program.

The progrem for public school teachers must include a comprehensive
‘study of occupational education. By the same token, the program for a
speciallst in occupational education mist be given a broader program
with emphesis on the administrative problems involved in operating &a
total educational program.

Because of the high level of technical competency required for the
occupational education speclalist, much of the professional study
program for these specialists must be deferred to the graduate
Progream.

One such source of potential teaching and leadership talent is the two-
year post-hlgh school program. Much of the specialilzed technical educa-
tion requirements can be provided by these schools. Selected graduates
of these schools can be brought to the professional education program
after an appropriate perlod of successful work experience. With the
background of tralning and experlence (nei'bher of which can be provided
by teacher education institutions) the individual has a better under-
standing of the needs of students. Af & teacher, he can better
interpret occupational education needs to a.dminiatrators. This
experience should give him an understanding of the specific require-
ments of occupations. The professional program can supply the
understanding of educational processes and administrative practices.

1
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Education Toward Productive Employment

Mr. Millerd Collins

~  Mangger, Educational Services
Office Products Division
IMM Corporetion
New York, New Vork

¥ . Office occupation teachers will have to be trained ln more
extensive skills. These teachers must lmpaxt not merely facts and
basic skills, but convey the attributes and values thalt are an integral
part of the student's performance on . the Job. A gixth sense
will have to be added--8 time sense that corresponds more nearly to the
computer gathering, coding, and de-coding of date at thousands of
characters per second. This 18 vital for the business student rather
+than ellowing him to think only in terms of his typewrltten page or

adding machine type.

Problem solving, case study, and logical analysis must be introduced
in most areas of our baslic and specific skill educatlon together with
affective commnications £ shere 1s To be success in managing a profit-

meking enterprise.

There 185 & gtrong and growing ~trénd in many business enterprises today
to look at where and how offlce employees can and ghould be used more
effectively. Governmental agencles are also concerned with effective
office operstion, hendling, processing of words snd data to enable

them to meet thelr required objectives. Fducational systems at the
local, state, asnd national levels are required to improve the effective~
ness of thelr office administration personnel. Bducational institutiouns,
{ndustrial training personnel, and the militery have begun to refine
programmed instruction, closed eireult television, realistic and

continmuing educetion for all employees.

The gep between manegement education and those who work closely with
management must not be broadened, but mist be narrowed to reduce coste
and insure effective operations. Realistle Job snslysis can provide
subject matter areas thab should be taught. OFffice oceupation skills
alone do mot equip the modern office workers to recelve a £irm,
continuous employment. Business snd office occupstion teachers should
keep in mind that no emount of guldance end placement of students

can determine the exact career paths those students will follow.
Technological changes have compelled business mexagement to up~date
from manually operated equipment to electrically operated equipment,
Prom batteries to transistors, etc. It is possible that textbooks of
the herd~back type, masy be replaced with units or blocks of information
to be studied? We should consider educating the +total person for his
1ife in the world of work. It should be recognized that this is not
a saturetion. Continued growth and development will be requlred in
most progressive {irms.
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We can be optimistic on the accomplishments to date, and the expanding
opportunities of the future. Course content should be revemped with
close cooperation of textbook publishers and other groups producing
nedle to insure Plexibility and depth in each of the courses. The one
semester, one-~yesr basls for teaching e solid course ghould bé looked
at to determine the merit of two months, four months, or perhaps two
to Pour weeks. Blocks of information to be taught should be determined,
and this should be the governing factor in how iong 1t takes to develop
student performance in a glven area. Basic knowledges, perhaps given
in one or two courses, including economic and consumer education,
should be considered a part of the total education of all students.

Numerous references have been made to local, state, and federal funding.
We all know that these programs are stronger than they have even been

' for the area of office and business occupations. The challenge is to

meke certain thet all programs for students and adult education are
strong enough to merit the total expenditure. It will be necessary
to stress and saleguard against the possibility of obsolescense

in our basic and office skill educsation. Thus, a closer working
relationship between business, government, and the total educetional
system should and can be perfected.



FOUR SUGGESTIONS

Professor George Wagoner
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Professor and Head, Business and Distributive Educatlon

and Office Administration
’ University of Tennessee

I want to make four suggestions which are not innovating, but I
think they ave simple, possible, reasonsble, and workesble.

The principles of data processing--unit record and computer pro-
graming--should be.a part of every business teacher education
program. Business teachers should understand school applicaitions

a8 well as business applications and be confident to advise the school
on improving records, processing on machines, and such things as

test analysis, grading, and class scheduling.

One of the required courses in this
program should include several units in which good programmed instfmoe
tion . 1s provided. Ome course in our curriculum ghould be handled on
a sound teem teaching basis. One or more courses should be planned
always to include the use of visual aids, overhead projector, or
other aids which we expect our prospective teachers to use. One
course should be set up on an individuslized instructilon basis such
as office machines. In this course they can see how Progress
records are handled and the planning which should go with individu-
alized instruction.

No voeational office education teacher should be approved within a
Pour-year teacher education program. Teaching experience, technlcsal
education, and professional education on the graduate level should
be required for full certification. T have believed thls for years,
and I still think it 1s true.

Upgrade the teachers in the fleld who already have degrees. A
tescher In the field who has already gradusted should meet certain
technical and professional education requirements. Technical backe-

. @round should be demonstrated elther in courses having been tsken in

the lest three or four yesrs or by proficiency exsminations, On the
professional education side, methods and so on might be denonstrated
by satilsfactory courses within the last four years. Continuing eda~-
cation should be mxpected of these people to retain their certification.

T don't know what other voeational sreas have been found to be desirable

over +the years, but I request six quarter hours or & couple of courses
each year.

|
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TRAINING FOR COMPETENCY

- Dr. J. Curtis Hall- k
- Dean, School of Business
. Richmond Professional Institute \

% I have a

%startling proposal for you. I propose that we abolish business

| teacher education-~-as we know it todey. Now what I'm saying 1s that ?
' there should be no standard program of business education and that ' . |
all of this "stuff" about listing courses should go. I'm talking g
about so maeny credits in this and so many credits in that, and so on. a
What we need is the kind of undergraduate business teacher education

programs the home economics people are talking dbout for the mature %
adult. We need programs tailored to the needs of the people who are |
coming into them. Let's stop talking about six credits in English, :
twelve credits in English or two years in English. Let's talk about 1
the competency in communications that we need. Perhaps some students ;
won't have to take any of these courses in college. Maybe some will
not have to take any accounting. Maybe they already know enough to
‘meet the minimum that we have set up.

Now where do you start with a program like this? Start where we are.
It is very simple. Take one of the programs you have in your school, :
Add up all of the courses §
and then try to figure out what the students are getting from all ‘
those courses you are giving them now. You don't have to start from
scratch, you see. What are they getting now? Let's see if we can
figure it out and say, "Okay, that is what we'll aim for...that kind
of competency." And then let's see if we can set up some device to
measure how much of it they have when they come to us. It could be
that we can cut out much of what we are doing now. There are one
of two results from this: We elther cut down the amount of time it
tekes to prepare teachers, or we can prepare much better teachers in
the same length of time.
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Systems of Determining Competencies

Dr., Herbert Tonne
Chairman, Business Education Department
New York University

A possibility that deserves further consideration is the idea of
eliminating all formal requirements for teacher certification and
requiring a series of tests in subject matter and in teaching
procedures. It has been tried, frequently, in many other countries.
It has the advantage of eliminating the red tape of courses, waste of
time involved in listening to irrelevant lectures, and giving full
recognition to the variety of learning achieved in everyday life.

The major disadvantage is that no test can measure all the abilities
involved, Moreover, most people involved as they are in the minutia
of life do not have the self~discipline to do the studying by them=-
selves needed to prepare for such an examination. Finally, it does
not fit in with the american pattern for preparing for professional
job competency.

Nevertheless, techniques of measuring teacher competency should be
developed, either through the state education department, or better
through some central agency whose judgments are accepted by the state
education Gepartments as an alternate procedure for the recruitment
of business teachers, There are a considerable number of highly
qualified persons available who, if they could prove competency by an
organized shortcut, would be valuable business teachers,

Another widely suggested procedure for securing adequately trained
business teachers is to build an entire qualification program around
job experience., The British have made extensive use of this technique,
Well qualified, cultured men and women in office work are invited to
become business teachers. They take a pre-service training course in
the summer and become probationary teachers for one year. I1f they
show classroom competence, they take two in-service summer programs
and then are permanently licenseds No formal school training was
required when the program was first initiated. Many of these teachers
were highly competent school masters.

The state of California has toyed with the idea of certifying, as
buginess teachers, liberal arts college graduates who have given
evidence of adequate job experience without requiring any education
courses, at least at an initial basis. Serious deficiencies can
develop in the use of this procedure. Job experience is necessarily
limited. An office worker may be thoroughly competent in his job and
still not know the gamut of job service required for teaching.




The standard american system of determining competency for teaching
business subjects has been to emphasize courses as an evidence of
competency. It would be most unwise to discard this procedure as a
major basis for selection unless we have proved alternates., Much wiser
is modification to supplement courses. Some combination of testing,
job experience, and school courses seems to be the best system.

The guidelines that have been developed in business teacher education in
this project should help teacher educators materially in approving their
course work by innovations in job experience, testing, and programmed
learning. Alternate procedures for the traditional pattern for teacher
education in business should be consgidered as supplements, rather than
as substitutes for the traditional pattern, for while the traditional
pattern has weaknesses, it also has major strengths which we need to
cherish and preserve,
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. _“First, 1 would Tike to emphasize the
! need to develop the objectives for our various programs in overt
behaviorial terms. I believe that most of the work we do in this
area at the present time is too general to be truly useful in terms
of developing vital business education programs on the high school
| level and o= other levels as well. I ask the gquestion, "Why do we
use successful conpletion of courses as the basis for success in con-
nection with our program?” Would we not be better to base our programs

upon the bebavioral competencies we want to develop in our students

in general education programs, office programs, and basic business .
and economic programs? To do this requires that we specifically define

- what we propose to do in overt behavioral terms; develop programs,
 content, methods, and techniques to implement the desired behavior;

course.

| Second, I would recommend that our business teacher education program 3

f be handled in various ways. Arrangements might first be made with ;

and finally evaluate on the basis of these objectives. Meeting the
objectives would be the basis for completion, rather than a specific
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should include at least a one-year internship. The internships might i

appropriate schools that indicute interest and enthusiasm about an
internship progrem. A master teacher, or master teachers depending
upon the areas involved, could be employed in business education as
well as other areas to work with the interns within that school.

Meny of the things which we have been talking sbout at this conference=--
innovating, using audio-visual aids appropriately, team teaching, and
other approsches of this kind--could be incorporated during the intern-
ship year. Work experience opportunities could also be provided.

The master teacher or teachers would help the intern develop himself
for effective teaching and be allowed time to perform this function
appropriately. A team of college consultants would be established

and be availeble for consultation. Consultants would represent ‘the
specialized areas in the progrsm of the intern. A fringe benefit of
such a plan would be the impact it would have upon other teachers
within the educational system in which the intern works. This would
facilitate appropriate changes | ‘in educational programs.

O

Third, I believe we must do a better Jjob of orienting prospective
teachers t¢ their public relations role. We have done very litte.
in this area. Most of our activities in this regard are confined to
our professional ranks. We write for our colleagues, we talk for

our collesgues, and we meet with our colleagues. We do not commni--
cate well with the public.
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Professional Involvement

Dr. Alice Yetka
Assistant Professor, Businéss Education
‘Colorado. State College '

When we were talking here asbout the problems of education and the i
four-year curriculum of teacher training, it occurred to me that :
we're trying to bite off an awfully big hunk to try to prepare teachers:
for this flexible curriculum in four years. Actually what I feel we

need to do is to get them involved in their profession. Too many of them

accept a four-year college educavion as terminal education. When they
get out to teach school, they forget that they have Just serstched the
surface. They don't really know a lot; they are not involved in pro-
fessional activities; they aren't involved in business activities;

and they don't know where to go for help. Their horizons are confined
to what they have learned in four years of college. I've found this
brought to my attention Just before I came to this meeting.
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A good program of teacher education, it seems to me, should have as i

et Y

its guiding principle, flexibility., We do know that students who

plan to follow teaching as a career, come to us with a variety of
talents. We need to find out what they know, and then plan a program

to meet thelir needs. Although it is true that a business teacher e
should have & tasic body of knowledge appropriate to hisg field as well |
as a professional education background,. he doesn't necessarily need i
to follow a prescribed curriculum which allows for little or no :
variation. ‘A program which has flexibility would allow for much
independent study and experimentation, emong other things.

Flexibility should also carry over into student teaching, as a part
of the teacher-education program. Time spent is no measure of
competency; rather, the student teacher ought to develop certain

-agreed upon teaching competencies. He should be able to demonstrate
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these competencies. As an example, & student teacher should be sable
to state clearly in behaviorial terms which can be measured, the
objectives for the course he is to teach. The achievement of these
objectives by the students he teaches is one important way to
evaluate the performance of a student teacher. Such evaluation,

it again seems to me, is a much more nearly valid and reliable
indicator of his teaching competency than is an evaluation based upon

such vague measures as good rapport with students, student attention,
and the like. '

Student teachers, too, can be aided in their preparation for the
teaching experience by proper utilization of eudio-visual media, such
as video~tape. A taped classroom session can be evaluated by the
student teachers under the guidance of & master teacher or clinical
professor. Strengths or wesknesses can be noted. Suggestions for
improvement can be made. Provision, too, can be made in a simulated
situation for immedlate practice of suggested improvements or changes
in teaching procedures. Many other approaches which will help prepare

i the student teacher for his classroom experience can be utilized--all .

will result in gains that will be reflected in an improved classroom
performance by the student teacher. In addition, by means of claosed-
cireuit television, 1t is possible to observe and study live classes.
Similar procedures to those used with the video~tapes can be used

to analyze the teaching-learning process, again without di srupting
the work of the class being observed.

Another practice which seems to have value in teacher preparation is
training in sensitivity. A variety of interesting experiments are
now being conducted in the area of sensitivity training. Out of

these experiments should come much that will be of value in inereasing

- or improving teacher awareness of student needs and sensitivity to
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their problems.




Another principle that applies to student teaching is the need for
a variety of teaching experiences. The student teaching program caen
be lmproved if student teachers have experiences in underprivileged

. areas (frequently our mid-city schools), as well as in privileged
areas (the suburban schools). ,
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/Here dre a few of the guldelines, that I think stand out &bove thé others.
'The first is the recommendation that both teachers and students should be
exposed to actual office procedures at every opportunity. This experience
is necessary with the constantly changing procedures and practices
resulting from new office machines and data processing methods.

The second is that our teaching of business subJects must include more
understanding of business systems. I believe the guldeline as proposed
yis understandable to people who may not be directly connected with the
toffice administration program.

The third guideline of importance in my opinion 1s the recommendation that
.there be better coordination of programs in Junior colleges and community
colleges with four-year colleges to encourage more people to enter more
advanced training for business and business teaching.

The fourth guideline of great importance is the recommendation that
teachers who ere already in the classroom must use every facility
awaildble to keep up to date on what is happening in the office.

The fifth guideline that may have a greater impact than some others is that
all office occupations teachers have an obligation to teach not only the skill
subjects but also the related areas that develop in every class. An
understanding of business operations is important, but teachers must ube
every facility available to help students find areas of great interest
and potential and to help each student develop to the fullest capacity.

M: final suggestion is that we take advantage of opportunities opened

to us by the Vocational Education Act, not Just to be spending money, but
to develop the best programs possible to prepare pecple for the top

Jobs in offices. With office production costis increasing,
businesses will be demanding employees who are more efficient and have
greater skill.

v stey ™ T

|
@
i
l




/ ‘Implications of the Proposed Guidelines

Dr. Donald Tate ’ -
i';Prcoi‘essor and éhairman of Office Administration and
Business Education Department
Arizons State University . .
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To see where we may be leading ow selves by concentrating on education
for office occupations, rather than by viewdng the whole of education,
we can first review a definition of business education. It consists

of three parts=-a foundation based on basic business, office education
and distributive education. From a series of individual courses, we '

have developed curriculums refletting the philosophy embbdied in the
definition of bu:inesc education.

1 How can we build on the g ains made in business education? By
continuing with the unified direction experienced in the Clinics
for Office Occupations.

What are some of the weaknesses in business education? A primary
weakness of business education today lies in the relationship of
the business teacher to his business community. T 0o many business
teachers are insecure in the presence of businessmen, for they
don't speak .the businessmen's language. They can't give advice
that businessmen expect of experienced high school teachers. This
shortcoming may become more acute as we send more coordinators of
office education programs out to find work stations for their
students, For business education to move forward, we must command
the respect of the businessmand.

What can business education do to contimue its improvement? More
business subject matter should be offered to undergraduate and
graduate business teachers. Business teachers should be taught to
assume more leadership in activities such as Junior Achievement.
Teachers should be taught how to form a corporalion, how to market
. a simple product, and how to dissolve that corporation at the end
| of the school year. Such activites should be incorporatéd into
. the programs for office occupations youth and professional
groups. ZIhis kind-of experience would give business teachers a

| knowledge and self-assurence that would command the respect of the
business commnity. .

Business education should avoid being labeled as office education

for this label may be the noose that hangs business education as
known in the past.

The advances of business education's unified activity on a nation-

wide basis, as evidenced in the Office’ Oceupations Clinic, should be
continued.
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